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ELECTRONIC POLLBOOK (E-POLLBOOK) OPERATIONS MANUAL 

TRAINING 
Please check off each step as completed to ensure compliance with State Law. 

START OF DAY PROCEDURES 
 

1. LAPTOP CHECKLIST 

Make sure you have the following equipment in your 
laptop bag: 
 

 Laptop 

 Power Cord 

 Magnetic Strip Reader 

 Mouse 

 Thumb Drive 
 Mouse Pad 

 
 

2. LAPTOP SETUP 

 Plug power cord into laptop power port marked with RED tape. 

 Plug other end of power cord into wall outlet or power strip. 

 Plug magnetic strip reader into USB port marked with GREEN 
tape. 

 Plug mouse into USB port marked with YELLOW tape.   
 

Refer to picture on right for example. 
(Note: Location of USB ports may vary by computer type.) 

 
 

3. GETTING STARTED 

 Open laptop cover and press power button. 

 When time/date screen comes up, click on mouse or any key. 

 Make sure it says “E-Pollbook” above the password field.  If 
not, click where it says “E-Pollbook” in the lower left corner. 

 Enter the Laptop Logon Password found on Page 2 and press 
the Enter/Return key. 

 Wait for the computer to complete its start-up process.  On 
older laptops this could take several minutes. 

 Check Power Status by verifying the plug icon shows on the left 
side of the bottom bar on your screen.   
 

Refer to photo on the right for example. 

 



2 | P a g e  
S : \ C l e r k _ S t a f f \ E l e c t i o n s  ( s p e c i f i c  e l e c t i o n  d a t e s ) \ 2 0 1 8  1 1  0 6  G e n e r a l  
E l e c t i o n \ E P o l l b o o k C h e c k l i s t - T r a i n i n g 2 0 1 8 . d o c x  

 

 

PASSWORDS 

 

LAPTOP LOGON (case sensitive):   

       

THUMB DRIVE “Bitlocker” PASWORD (case sensitive):  

  

E-POLLBOOK ENCRYPTION PASSWORD (case sensitive):  

  

E-POLLBOOK USER NAME (case doesn’t matter):   

  

USER PASSWORD (case sensitive):  

     

Protect laptop and thumb drive.  Keep them in a safe place until Election Day. 

Tell no one your passwords. 

Do not allow anyone to plug in another thumb drive or device into this computer. 

  



3 | P a g e  
S : \ C l e r k _ S t a f f \ E l e c t i o n s  ( s p e c i f i c  e l e c t i o n  d a t e s ) \ 2 0 1 8  1 1  0 6  G e n e r a l  
E l e c t i o n \ E P o l l b o o k C h e c k l i s t - T r a i n i n g 2 0 1 8 . d o c x  

 

4. OPEN “PRIVACY ZONE” 

 Insert Thumb Drive in USB port marked with BLUE tape. 

 A window may appear stating the drive is not accessible, click 
“OK”. 

 Complete the following steps to unlock the drive and open the 
“PRIVACY ZONE”: (Refer to steps in Picture Below) 
1. Open Windows File Explorer 
2. Click on the D: Drive (It may also show as E: or F:) 
3. Bitlocker password box will pop up.  Type the Password (Pg 2) 
4. Click “Unlock” Button 
 

LEAVE THUMB DRIVE PLUGGED IN UNTIL THE END OF THE NIGHT! 

 

 

5. OPEN E-POLLBOOK PROGRAM 

 Double click on the Electronic Poll Book icon on the desktop. 

 Type Encryption Password (page 2) and press “Enter”. 

 Type User Name (page 2) and press “Tab” key. 

 Type User Password (page 2) and press “Enter”. 

 Once you are logged in verify the precinct number, located at the 
top in the center) is correct for your location.  
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6. PERFORM FIRST BACK UP 

 Click on flashing “Backup Overdue!” message. 

 Click button with small dots (circled in photo below) for the first 
backup only.   

 When the window opens, verify it says “PRIVACYZONE” in the 
top bar (see photo at right).  If it doesn’t, follow these steps: 

 

1. Find “PRIVACYZONE” in the column on the left side of the 
window.  You may need to scroll down to find it.  If you can’t 
find it, you will need to repeat the steps in #4 OPEN “PRIVACY 
ZONE”   
2. Click on “PRIVACYZONE” 
3. Verify it now says “PRIVACYZONE” on the top bar.   

 Click the “Save” button. 

 Click the “Backup” button. 

 Click “OK” button. 

 Close the backup window. 

 
 

 
 

7. CREATE USER ACCOUNTS 

 Select “Sys Admin” at top of screen, and select “User 
Administration” 

 Click on “New” (1) and then enter your user name (2).  This 
should be YOUR NAME. (Example: Jane Smith can be JaneSmith 
or JSmith)  It is not case sensitive, but spaces are NOT allowed. 

 Create your own password (3).  Passwords are case sensitive and 
must be at least 8 characters and contain at least one uppercase 
letter, one lowercase letter and one number. We strongly 
suggest you use your street address without spaces.  (Example 
1234Maple) 

 Click the box for “Admin User” (4). 

 Click “OK” (5) 

 Verify that it says “True” “True” next to your user name.  If it 
says “False” under Admin you need to click edit to go back and 
click on the “Admin User” box. 

 

REPEAT THE STEPS ABOVE AT THIS TIME FOR EVERYONE WHO IS 
TRAINED ON THE E-POLLBOOK.  
THIS INCLUDES SUPERCHAIR, CHAIR & CO-CHAIR IF APPLICABLE. 
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8. LOG OFF AS GENERIC USER (SWITCHING USERS) 

 Select “File” and “Log Out” at the top of the screen. 

 Enter YOUR user name and Password, which you just created. 

 Click Enter 

 To verify which user is logged in check the bottom corner, just to 
the left of where the “Backup Overdue” message appears. 

 

THE PERSON ISSUING BALLOTS MUST BE LOGGED IN UNDER THEIR 
PERSONAL USER NAME. 
USE THE STEPS ABOVE TO SWITCH USERS AS NEEDED DURING THE DAY. 
 
 
 
 

 
 

 

 

 

9. GENERAL REMARK 

 Click “General Remarks” box. 

 Click “new” 

 Type Comment Example: Opening procedures completed.  Logged 
in as (your name). 

 Click “Ok” 

 Click “Close” 
 

NOTE: CHAIR SHOULD ASK YOU TO CREATE A COMMENT WITH THE 
NEW VAT SEAL NUMBER. 

 

 

10. BALLOT BALANCE CHECK 

PERFORM THIS CHECK EVERY HOUR & ANY TIME YOU HAVE A BALLOT 
JAM IN THE TABULATOR. 

 Provide TOTAL # of VOTERS from your voter list.  This is located at 
the bottom of the right column, under the list of voters, in the E-
Pollbook.  (See photo) 

 Dual E-Pollbooks should perform an F5 “Refresh” so that both 
computers show same # of VOTERS. 

 Your TOTAL # of VOTERS, minus any voter who still have a ballot in 
their hands, should equal the number of ballots tabulated showing 
on the tabulator’s screen. 

 

 

  



6 | P a g e  
S : \ C l e r k _ S t a f f \ E l e c t i o n s  ( s p e c i f i c  e l e c t i o n  d a t e s ) \ 2 0 1 8  1 1  0 6  G e n e r a l  
E l e c t i o n \ E P o l l b o o k C h e c k l i s t - T r a i n i n g 2 0 1 8 . d o c x  

 

PROCESSING VOTERS 
3 Step Process for Every Voter 

 

1. VERIFY VOTER IDENTITY 

 If ID is provided, use it to verify ONLY same face and name. 

 If voter is not in possession of approved ID, make sure they 
have completed the Affidavit of Identity on the back of their 
Application to vote and the Application Inspector 
completed their part too. 

 Find voter in the E-Pollbook by swiping State of Michigan 
Driver’s License or ID OR by typing their name into the 
search bar last name first, comma, then first name.  
Example:  SMITH, JOHN 

 If you swipe their ID the E-Pollbook will automatically lock 
you into the correct voter.  

 If you look up voter by typing their name you will need to 
highlight and select the record which matches their 
application to vote, and then click “Lock this voter record”. 

 Using APPLICATION TO VOTE, verify their address and date 
of birth matches the E-Pollbook. Address does NOT need to 
match what is on their ID. 
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2. CHECK VOTING STATUS 

 If you see a red question (?) mark next to their name on the 
precinct list check the message in the Voting Status Box.  
(See photos at right.) 

 Absentee Ballot sent/received by Clerk: DO NOT issue a 
ballot because the AV ballot mailed to them was received 
by the City Clerk and is being counted by the Absent Voter 
Counting Board. 

 Absentee Ballot sent by Clerk: the voter MAY vote in 
person IF they meet one of the following conditions: 
1. They have their AV ballot with them and surrender it to 
you.  You should verify the ballot they are surrendering 
matches the ballot number issued to them in the Voting 
Status Field.  Write “SURRENDERED” on the ballot and 
place in the Local Clerk Envelope. 
2. If they don’t have their AV ballot with them, get your 
Chair to contact City Hall.  If City Hall verifies the AV ballot 
hasn’t been received, they will spoil it.  Voter must 
complete the Absent Voter Affidavit (located in the Ballot 
Inspector Folder) and then you may issue a regular ballot.  
 

 For other messages, such as Verify Address or ID, follow 
instructions on the back of your Green Job Card found in 
the EPB folder.  These are also listed in the Troubleshooting 
Guide. 
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3. ISSUE BALLOT 

 Return ID to Voter 

 Hand APPLICATION TO VOTE to Ballot Inspector 

 Click on the ballot button to be issued, 99.9% of the 
time it will be Regular Ballot.  DO NOT ISSUE ANY 
OTHER TYPE OF BALLOT WITHOUT APPROVAL OF 
YOUR CHAIR. 

 Have Ballot Inspector read you the next available ballot 
number. 

 Confirm this is the ballot number the E-Pollbook is 
ready to issue.  (This should match 99.9% of the time; 
adjustment should only be necessary following the 
issue of a Provisional Ballot.)  Adjust ballot number if 
necessary to match ballot being given. 

 After the number is confirmed with the Ballot Inspector 
click the “OK” button. 

 A pop-up will appear that tells you the ballot number 
you issued to the voter and gives you the VOTER 
NUMBER.   

 Read the Voter Number to the Ballot Inspector (DO 
NOT GUESS OR ANTICIPATE WHAT THIS NUMBER WILL 
BE, READ WHAT IS ON THE SCREEN!) 

 Click “OK” button 
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4. RECORD REMARKS (ONLY WHEN NECESSARY) 

VOTER REMARKS need to be recorded only when special or 
additional actions occur while issuing a ballot. Example: Voter 
was Challenged or surrendered AV ballot. 

 Voter record must be “locked” first, then click “Voter 
Remark” button. 

 Type comments clearly so that someone who is not there 
would understand.  Confine comments to the action taken.  
No personal observations about the voter. 

 If you don’t need to issue the voter a ballot at this time, 
click on “Unlock this Voter without performing any action”. 

 

GENERAL REMARKS should be recorded for noteworthy actions 
which don’t affect an individual voter. At least ONE general 
remark needs to be recorded on Election day.  See examples 
below: 

 Opening Procedures Complete 

 New VAT Seal Number 

 E-Pollbook Operators Change 

 Poll Watchers or Poll Challengers Visit 

 Issues with campaign workers inside/outside the polling 
location. 

 Hourly Count is off, and reason, if known. 

 Any other incident or action which is out of the ordinary. 
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SPOILED BALLOT PROCEDURE 
Any voter who spoils his/her ballot may obtain a new one.  There is 
no limit to the number of ballots any one voter may spoil.  However, 
care should be taken to instruct the voter on how to avoid making 
future errors. 

 

TABULATOR INSPECTOR 

 Instruct the voter to return his/her ballot to the secrecy sleeve. 

 Ask the voter to return to the Ballot Inspector to complete the 
Spoiled Ballot Procedure and have a new ballot issued. 

 

BALLOT INSPECTOR 

 Ask the voter if they know what caused the error and instruct 
them on how to avoid the error on the new ballot. 

 Remove the ballot from the Secrecy Sleeve 

 Stamp the ballot with the “SPOILED” stamp and place in the 
Spoiled Envelope. 

 Retrieve the Application to Vote from the Secrecy Sleeve and 
coordinate spoil/reissue with E-Pollbook Inspector. 

 When issuing new ballot number, cross out old ballot number 
on Application to Vote with a single line and write new number. 

 

E-POLLBOOK INSPECTOR 

 Search/Look-up the voter in the E-Pollbook using the search 
field in the top left.  

 Highlight voter on list in the left column. 

 Click “Lock this Voter Record”. 

 Click “Spoil a ballot” 

 Verify that the voter name and ballot number in the pop-up is 
the one you want to spoil. 

 Click “OK” 

 Click “Lock this Voter Record” again. 

 Click “Regular Ballot” 

 Confirm new ballot number with Ballot Inspector. 

 Click “OK” 

 Voter Number will not change. 
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TROUBLESHOOTING 
VOTER NOT FOUND IN PRECINCT 

 Double check spelling, try different combinations if voter has 
hyphenated name, prefix or suffix, recent name change, ect. 

 Click the “Other” tab to look for the voter in the rest of the city. 

 If the voter is listed in the database in another precinct: 
1. Precinct Number and location will appear at the top of the 
screen in the center section. 
2. Have Ballot Inspector provide voter with “Fast Track” Pass so 
they can go to the front of the line at the other precinct. 
Have Ballot Inspector provide voter with a new Voter Registration 
form, so the voter is able to vote in your precinct for the next 
election. 
3. If necessary, refer voter to chair or co-chair to provide 
directions to proper precinct, explain why voter must return to 
old precinct one last time and/or provide voter with what he/she 
needs to be able to vote in this precinct for the next election. 

 Remember to return to the “This Precinct” tab for the next voter. 
Remember the phrase “if “regular ballot” is gray, send the voter 
away”.  Do not let voters registered in other precincts vote in your 
precinct.  For their vote to count they need to cast their ballot in the 
precinct they are registered. 

 
 

 
 
 

 

VOTER NOT FOUND IN ANY LANSING PRECINCT 

 Refer voter to chair or co-chair who will contact the City Clerk’s 
Office at (517) 483-4133, to check the state-wide voter list. 

 

WRONG BALLOT NUMBER ISSUED TO VOTER 

 If you type the wrong ballot number, or accidentally issue the 
same number twice, enter a voter remark which notes the correct 
ballot number. 

 Example: You issue Steven Jones and Robert Smith the same 
ballot number, 36156.  Steven Jones actually voted ballot 36156, 
but Robert Smith voted ballot 36157.   
1. Search Robert Smith 
2. Click on “Lock this Voter Record” 
3. Click on Voter Remark 
4. Enter into remark that Robert Smith was accidentally issued 
ballot 36156 but voted ballot 36157. 
5. Click “Unlock voter record without performing any action”. 
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TROUBLESHOOTING 
ADDING A VOTER TO THE DATABASE 
Do NOT complete these steps without the permission of your Chair, Co-
Chair, a Superchair or member of the Clerk’s Staff. 
 
 

1. Click “Unlisted” Tab 
2. Click “New” Button 
3. Add Voter Name and Date of Birth 
4. Click “OK” 
5. Click “Lock this Voter Record” 
6. Select type of ballot to be issued, per Chair instructions. 
7. Enter Ballot Number provided by Ballot Inspector. 
8. Give Ballot Inspector the Voter Number 
9. Beware: On the next voter you issue a regular ballot to, the E-

Pollbook will try to issue the same ballot number you just issued 
as a provisional.  You will need to type the next ballot number in.   
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E-POLLBOOK CLOSING PROCEDURES 
1. CREATE BALLOT SUMMARY REPORT 

 Click on “Reports” at top of Screen 

 Click “Ballot Summary” 

 DO NOT CHANGE LINE A WITHOUT 
PERMISSION FROM CLERK’S OFFICE 

 Click on the box for Line D 

 Enter the number of ballots cast in the 
tabulator 

 Use TAB button on keyboard to navigate 
between fields.  DO NOT USE THE 
MOUSE! 

 Line F must match the number of ballots 
in the Spoiled Ballot Envelope.  If it does 
not, notify Chair Immediately. 

 Line G is already filled.  It is the number 
of rejected ballots (voters whose right to 
vote was taken away because of their 
actions at the polling place).  This is 
extremely rare. 

 Line H – Enter 0 – unless the Chair 
duplicated any ballots.  Your chair will 
notify you if this is the case. 

 Press TAB key 

 Line I is already filled.  Verify the number 
matches the number of provisional 
envelope ballots in the Local Clerk 
Envelope. 

 Scroll down to see Line J and enter 
information about the ballots you have 
not used. 

 Leave the style box blank unless you 
were issued multiple ballot styles. 

 Click in the box below “Starting No.” 

 Enter the next ballot number you have 
available. 

 Press TAB button 

 Enter the highest ballot number you 
were assigned.  You will find this number 
located under “Ending No.” in Line A. 

 Press TAB button twice. Line L should 
equal 0 (zero). 
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BALLOT SUMMARY REPORT CONTINUED 

 If yes, click “Preview” at the bottom. 

 Click PDF Save Icon in top left Corner and 
save report in the PRIVACYZONE. 

 Click “Save” Button. 

 Click “Close” Button in upper right corner 
of preview. 

 Click “Close” button on Ballot Summary 
report screen. 

 
 

 

 

IF LINE L IS NOT ZERO YOU MUST DETERMINE WHY AND CORRECT THE ERROR! 
FOLLOW THE THREE STEPS OUTLINED BELOW. 

 
 

1. If you have problems balancing the totals, consult the Troubleshooting Guide’s End of 

Day Section and follow the procedures outlined there.  

2. Chairperson should call the Superchair and City Clerk’s Election Unit (517) 483-4485 for 

further instructions and assistance.  

3. Workers should not leave the precinct until all troubleshooting procedures are 

complete. 
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E-POLLBOOK CLOSING PROCEDURES 

2. SAVE REMARKS REPORT 

 Click on “Reports” in top left corner. 

 Select “Remarks” from list. 

 Make sure all appropriate remarks were 
made. 

 Make sure all remarks can be understood 
by someone who was not at your precinct. 

 Double check that the new VAT seal 
number is noted. 

 Click on the PDF Save Icon in top left 
corner and save report in the 
PRIVACYZONE. 

 Click “Save” Button 

 Click “Close” Button 

 
 

 
 
 

3. SAVE LIST OF VOTERS 

 Click on “Reports” in top left corner. 

 Select “List of Voters” from list. 

 Click on the PDF Save Icon in top left 
corner and save report in the 
PRIVACYZONE. 

 Click “Save” Button 

 Click “Close” Button 

 
 

 
4. SAVE ACTIVITY LOG 

 Click on “Reports” in top left corner. 

 Select “Activity Log” from list. 

 Click on the PDF Save Icon in top left 
corner and save report in the 
PRIVACYZONE. 

 Click “Save” Button 

 Click “Close” Button 
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E-POLLBOOK CLOSING PROCEDURES 

5. SAVE VOTER HISTORY RECORD 

 Click on “File” 
 Click “Save History” 

 Click “Save” and save to the 
PRIVACYZONE. 

 

6. PERFORM A FINAL BACKUP 

 Click “Backup Overdue” box, even if blank. 

 Click “Backup” Button 

 Click “Yes” 

 Click “OK”  
7. CONFIRM ALL REPORTS ARE SAVED IN 
PRIVACYZONE 
/ƭƛŎƪ ƻƴ άCƛƭŜ 9ȄǇƭƻǊŜǊέ LŎƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ 
screen: 

 
 
Check off all Reports to ensure they are saved. 

 Activity Log Report 

 Ballot Summary 

 Epb 

 Epb_history 

 List of Voters 

 Remarks  
8. SHUT DOWN E-POLLBOOK 

 Receive approval from Chairperson prior 
to shutting down E-Pollbok program and 
turning off computer. 

 Click “File” and then “Exit” 

 Click Microsoft Logo in lower left corner of 
screen. 

 Click on the Power icon 

 Click “Shut Down” on the pop-up menu. 

 Once the laptop has completed the 
shutdown process remove the thumb 
drive. 

 Give the thumb drive to the Chair.   
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E-POLLBOOK CLOSING PROCEDURES 

9. PACK THE LAPTOP CASE/BACKPACK 

 Laptop 

 Power Cord (both ends) 

 Magnetic Strip Reader 

 Mouse 

 Mouse Pad 

 Emergency Precinct List 

 Yellow Special Instructions Folder 

 Keys on Lanyard 

 Cell Phone (After Chair makes final call to 
Superchair.) 

 
 

If you have any reccommendations for 
improving this checklist please contact  

Robin Stites at (517) 483-4133 

 


